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4. Confirm the closing decision and date of closing with the family members; and 
 
5. Notify the family of the termination of contracted services. 
 
6. Inform all contracted service providers and others involved in the Written Service 

Agreement of the decision to close the case and closing date; 
 

NOTE:  The family should be personally notified of the termination of contracted 
services prior to receiving the SEAS system-generated closing notification letter. 

 
7. Complete the CS-67 turnaround to close all contracted services (CTS). Have this 

entered into the computer terminal. Refer to the Children's Division Forms 
Manual for complete form instructions; 

 
8. Complete the SS-63 turnaround, required fields #1, 2, and 16, to close case out 

of the computer tracking system. Have this entered into the computer terminal. 
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